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1.
Position Code



	
	State of Michigan

Civil Service Commission
Capitol Commons Center, P.O. Box 30002

Lansing, MI 48909
	

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	POSITION DESCRIPTION
	


	This form is to be completed by the person that occupies the position being described and reviewed by the supervisor and appointing authority to ensure its accuracy.  It is important that each of the parties sign and date the form.  If the position is vacant, the supervisor and appointing authority should complete the form.

This form will serve as the official classification document of record for this position.  Please take the time to complete this form as accurately as you can since the information in this form is used to determine the proper classification of the position.  THE SUPERVISOR AND/OR APPOINTING AUTHORITY SHOULD COMPLETE THIS PAGE.

	
2.
Employee’s Name (Last, First, M.I.)


	
8.
Department/Agency

Attorney General

	
3.
Employee Identification Number


	
9.
Bureau (Institution, Board, or Commission)



	
4.
Civil Service Classification of Position

Senior Executive management Assistant 13
	
10.
Division

Prosecuting Attorneys Coordinating Council

	
5.
Working Title of Position (What the agency titles the position)

Office Management Assistant & Conference Coordinator
	
11.
Section

N/A

	
6.
Name and Classification of Direct Supervisor

Cheri L. Bruinsma, Senior Deputy Director 20
	
12.
Unit

N/A

	
7.
Name and Classification of Next Higher Level Supervisor

David Leyton, Chair Prosecuting Attorneys Coordinating Council
	
13.
Work Location (City and Address)/Hours of Work

320 N. Washington Square, Lansing MI
8:00 a.m. – 5:00 p.m.

	
14.
General Summary of Function/Purpose of Position

The primary function of Prosecuting Attorneys Coordinating Council (PACC) is to provide services to prosecutors and their staff with the goal that the local prosecution of state law is made more uniform and efficient. Additionally, PACC is statutorily mandated to keep prosecutors’ offices apprised of changes in the law impacting their offices. This is done through trainings and online materials and resources. This position serves as the administrative support for the Senior Deputy Director in addition to a wide number of complex administrative duties related to implementing PACC’s statutorily authorized working relationship with the Prosecuting Attorneys Association of Michigan (PAAM). This position serves as the coordinator and seminar planner for statewide conferences for prosecuting attorneys and/or their staff.

	For Civil Service Use Only



	
15.
Please describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.



List your duties in the order of importance, from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1

General Summary of Duty 1
30% of Time



Coordination of Office Administration:  Performs a variety of administrative and executive support tasks and coordinates office management activities for PACC & PAAM.

	Individual tasks related to the duty.

· Liaison between management, unit heads, and training assistance/support staff at Management Meetings (conducted by agency director).
· Develop and implement time saving computer programs to automate manual tasks.
· Performs office administration duties, including answering phones, monitoring doors, assisting with PAAM forums, and other office tasks as needed.
· Maintains contact lists for various committees and prosecutors, office managers, chief assistants and system administrators, including outlook distribution lists. 
· Reads and screens incoming correspondence, handling some personally and forwarding others to the appropriate staff or senior deputy director.
· Receives and screens incoming calls to determine appropriate staff members.
· Maintains organizational charts.
· Represents PACC regarding SOM record retention and recommends office policies in accordance with retention requirements.
· At the direction of the senior deputy director, schedules, arranges and attends all committee meetings and prepares minutes for those meetings.
· Prepare annual prosecution survey by interpreting responses and compiling statistics of Michigan’s prosecuting attorneys’ office staff salaries, budgets, office size and any other data as directed by the senior deputy director or PAAM’s Board of Directors.
· Assist if requested to maintain automated system used to determine annual prosecution service and staff achievement awards.
· Assist in preparation of prosecutor manuals by formatting, editing and preparing digital copies.
· Maintain records of NDAA and PAAM membership and payment.

· Compose correspondence, memoranda and other communications when directed by the senior deputy director.
· Provide backup as needed for other training assistants and support staff.

· Assists senior deputy director with annual reporting requirements.

· Performs other administrative tasks as directed by senior deputy director, including proofreading and editing documents, signed by the senior deputy director. 
· Assist with maintaining and reviewing supply needs for PACC.
 SEQ CHAPTER \h \r 1

	Duty 2

General Summary of Duty 2
40% of Time



 SEQ CHAPTER \h \r 1Plans and Coordinates Professional Conferences:  Plans and assists with development of statewide conferences for prosecuting attorneys and/or assistant prosecuting attorneys and assists senior deputy director with development and planning of new conferences as necessary.

	Individual tasks related to the duty.

· Evaluates facilities for hosting training including assessment of lodging and training needs; makes recommendations to senior deputy director.

· Negotiates rates and contracts with host facilities according to State guidelines; evaluates space needs and reserves space accordingly, facilitates billing arrangements.

· Arranges all on-site conference and training needs including room set up, technology and audio/visual requirements, meal and accommodation choices.
· Designs and prepares programs, announcements and registration forms.

· Attends program and conference planning meetings.

· Audits expenses, prepares invoices and final expense reports.

· Coordinates speaker arrangements at the direction of the senior deputy director

· Arranges all speaker, attendee, and staff lodging reservations.

· Compiles statistics for PACC annual report.

· Assists with any training related grant reporting.

· Serves as on-site coordinator to trouble shoot issues including but not limited to lodging, dining, and transportation issues.
· Surveys attendees and analyzes responses to assist in improving conferences.

· Assists and runs remote training events via Zoom and other online platforms, staying current with changing technologies.



	Duty 3

General Summary of Duty 3
30% of Time



 SEQ CHAPTER \h \r 1Plans and develops statewide conferences:  Plans and develops statewide conferences for prosecution office managers and support staff. 

	Individual tasks related to the duty.

· Develops program content, selecting speakers and negotiating speaking contracts.
· Develops conference budget.
· Negotiates rates and contracts with host facilities according to State guidelines; evaluates space needs and reserves space, accordingly, facilitates billing arrangements.

· Arranges all on-site conference and training needs including, room set up, technology and audio/visual requirements, meal and accommodation choices.

· Designs and prepares programs, announcements and registration forms.

· Attends program and conference planning meetings.

· Audits expenses, prepares invoices and final expense reports.

· Coordinates speaker arrangements at the direction of the senior deputy director

· Arranges all speaker, attendee and staff lodging reservations.

· Compiles statistics for PACC annual report.

· Assists with any training related grant reporting.

· Serves as on-site coordinator to trouble shoot issues including but not limited to lodging, dining, transportation issues.

· Surveys attendees and analyzes responses to assist in improving conferences.
· Assists and runs remote training events via Zoom and other online platforms, staying current with changing technologies. SEQ CHAPTER \h \r 1


	
17.
Describe the types of decisions that require your supervisor’s review.

Purchasing and budget items must be approved. 


	
18.
What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions on page 2.

Work is performed primarily in an office setting. Travel is required for conferences, seminars and meetings. Extensive use of computers, Microsoft Office and other platforms required. Telephone communication and in-person interaction with prosecutors, their staffs and governmental officials is required. Lifting and transporting of boxes is necessary. 

	
19.
List the names and classification titles of classified employees whom you immediately supervise or oversee on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
20.
My responsibility for the above-listed employees includes the following (check as many as apply):


Complete and sign service ratings.

Assign work.


Provide formal written counseling.

Approve work.


Approve leave requests.

Review work.


Approve time and attendance.

Provide guidance on work methods.


Orally reprimand.

Train employees in the work.

	
21.
I certify that the above answers are my own and are accurate and complete.


Signature


Date


NOTE:  Make a copy of this form for your records.

	TO BE COMPLETED BY DIRECT SUPERVISOR


22.
Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?



	
23.
What are the essential duties of this position?

This position serves as the senior executive management assistant to the senior deputy director and is responsible for a variety of administrative and executive support tasks for PACC, a state agency, and PAAM, a non-profit association. The employee provides leadership to staff both within PACC/PAAM and within the ranks of the 83 elected county prosecutors, PAAM officers and Board of Directors, US Attorneys and Attorney General. An essential role is to ensure that correct information regarding a variety of issues and legal changes is supplied to those agencies and individuals.


	
24.
Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.

Technology and the use of remote meeting platforms for conducting conferences, meetings and trainings has significantly changed this position. Strong computer and technology skills are required. SEQ CHAPTER \h \r 1


	
25.
What is the function of the work area and how does this position fit into that function?

 SEQ CHAPTER \h \r 1The function of the office is to provide continuing professional education and other services to Michigan’s 83 prosecuting attorneys and their staffs so that local prosecution of state law is more uniform and efficient. This position oversees all of PACC/PAAMs office support services and is the main point of contact for prosecutors regarding the services provided by PACC and PAAM.



	
26.
In your opinion, what are the minimum education and experience qualifications needed to perform the essential functions of this position.

	EDUCATION:

A high school degree is required. SEQ CHAPTER \h \r 1

	EXPERIENCE:

 SEQ CHAPTER \h \r 1Four years of administrative and executive support experience equivalent to a Senior Executive Management Assistant 9, Secretary 9, or Legal Secretary 9; three years equivalent to an Executive Secretary E10, Legal Secretary 10, or Secretary Supervisor 10; or, two years equivalent to a Senior Executive Management Assistant 11, Executive Secretary 11, or Secretary Supervisor 11.
Possession of an associate’s degree in applied arts and sciences in an executive secretarial science curriculum may be substituted for one year as a Secretary 9.


	KNOWLEDGE, SKILLS, AND ABILITIES:

Must possess excellent computer knowledge and skills to prepare materials for conferences and meetings. Must have excellent interpersonal communication skills. Excellent organizational skills to successfully execute a variety of training conferences and meetings are required. 

	CERTIFICATES, LICENSES, REGISTRATIONS:



	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	
27.
I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	
Supervisor’s Signature


Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

	
28.
Indicate any exceptions or additions to the statements of the employee(s) or supervisor.



	
29.
I certify that the entries on these pages are accurate and complete.


Appointing Authority’s Signature


Date


Page 2

